[School Letterhead]

Dear [Name]
Re: Request for Maternity Leave

Thank you for notifying me of your intended request for maternity leave.
The following letter will set out some general information and responsibilities if you wish to apply for maternity leave under the School’s enterprise agreement [“name of agreement”].  The Fair Work Act 2009 (Cth) (the Act) and the School’s enterprise agreement together govern the conditions for taking maternity leave in your employment. Should you seek further details please refer directly to the Agreement or the Act, or please make a time to meet with [name] or [HR] to discuss. 

Important points to note in relation to your requested maternity leave:  
1) Under the Act you will need to have completed 12 months service with the School as at the expected date for the birth of the child, before you will be entitled to 52 weeks unpaid maternity leave and any paid leave under the Agreement. 

2) Under the School’s enterprise agreement the school will provide up to 14 weeks paid maternity leave if you are leaving to give birth or adopt a child. The full details of this paid leave are set out in the Agreement.
3) If you are a spouse/partner and your wife (whether or not employed at the School) will be taking maternity leave for the purposes of giving birth, you may take up to 8 weeks unpaid leave at the time of the birth. This is referred to as ‘concurrent leave’.
4) You will be entitled to any pro rata annual leave you have accrued at the date that you commence your leave for term time worked during the year. 
5) The period of maternity leave is to be unbroken and is for the purpose of being the primary care giver during this period of leave. You will not be permitted to undertake any other outside employment during your parental leave unless directly approved by the School in advance. 
6) If you are entitled to maternity leave and you wish to work during the 6 week period prior to the expected date of birth of the child, the School may require you to provide a medical certificate to certify whether you are fit for work. 
7) At least ten weeks before the date of birth you must give written notice to the School, through me, that it is your intention to take maternity leave and the intended start date of the leave.  

8) At least 4 weeks before the intended start date of leave, you should confirm in writing your intended start date of the leave and the date of intended return to school to end the maternity leave.   
9) If requested by the School, you must provide a medical certificate confirming
(i) that you are pregnant; and
(ii) the expected date of your baby’s birth. 
7)
The period of maternity leave will not count as service for incremental salary progression. The paid component of maternity leave will count as service for the purpose of pro rata annual leave.
8)
While on maternity leave, you may wish to lengthen or shorten the period of leave:
You may extend the leave period for a further period up to a maximum of 52 weeks, by giving the School, not less than 4 weeks’ notice prior to the end of the initial parental leave period. Approval of this request for extending the maternity leave period will depend upon the operational needs of the School at the time. Please note that timetable arrangements for upcoming terms are usually completed well in advance so early notice of your intention to extend or change your maternity leave dates may allow the school to better accommodate your request.
You may apply to shorten the period of leave granted and return to school earlier than your confirmed dates, however this must be by approval of the School. 
Please find attached a document from the Australian Government which outlines Parental leave and related entitlements and the National Employment Standards, under the Fair Work Act 2009.

If you have any questions regarding the information above please do not hesitate to discuss. 

Yours sincerely,

XXXXXXXXXX
